'j;; APPLICATION FOR RECORDS RETENTION SCHEDULE OEP AR TaCHT OF ANl ES AND HIeToAY

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—-RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atianta, Georgia, 30334,
Arttention: Scheduling Section.

FOR AGENCY USE 1. Addr B ' FOR RECORDS MANAGEMENT USE
Application Dete i pﬁeen}g‘a’trtm'?”nt of Transportation- App":: on Number
§ 2 Capitol Square 372_H
Atlanta, GA. 30334 .
Application Number Division of Administration Date Received Dete Completed
Office of General Accounting MAR 1 9 1986 |JUN o 1988
2. Person to Contact Working Title Telephona Number
11 Accountant 656-5596

: 3. Action Requested
a. [ Establish Retention Schedule; record will continue to accumulate.
b. O Dispose of present accumulation; no further accumulation anticipated.

c. XX Amend Application No. 372 Check One: B Change: 3 Supercede; D Void

4. Dates of Series 8. Records Series Title {followed by title used in office; if different)
Earliest Latest

1950 | TODATE HIGHWAY PROJECT ALLOTMENT FILES

6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

Division of Administration provides statff support to the Department in the
areas of General Accounting; Audits and Fiscal Procedures; General Support
Services.

General Accounting is responsible for proper accounting of all Department
Funds and other duties as may be assigned by the Director of Administration.
This office is divided into three different sections; General Ledger;
Federal and State Aid Accounts; Payroll

Federal and State Aid Section : Highway Project allotment files are created
in this section. Accumulates costs on participating projects State and
Federal. Bills Federal Goverment. Maintains Control of Available Federal Fu

ha

7. Record Series Description This file contains the following documents finclude form numbers and titles, if any):
' Attach samples of the file.

Documentsrelating to: Project allotment files: This file consist of an allotment
notice sheet, which is a summary of funds alloted to a specific project and
letters of authority for the transfer of funds from an unearned account to
an earned account prior to making payments to Contractors. The federal

government sends the Pr-37 form stating were the money is going. For Example
for Preliminary Engineering, Construction or Right of Way. The State uses
the detail estimate to show wére the money is going.

Included Are: Letters of authority for the transfer of funds

Fileisarranged: These files are arranged alphabetically by county.

8. Monthily Reference Rate How often are records referred to which are:
One to six monthsoid ___20 __; Seven to twelve monthsold 15 ; Thlruen totwentyfour monthsold __4  _ :
twenty-five months and older .__l_._. ?

9. Annual Rate of Accumulation of Records
Lettef-size, drawers __ 7 ; Legal<ize drawers

~

;: Other fspecify)
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| i l a. 15 NS the OITICiat CODY OT tne selriess B
If not, where is it?
b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation.

x1

¢. Js this a vital record?
d. Does this series have historical or long term research value? i
e. When one or two documents in the file make |tnecessarytokeeptheent|refleforalongpenod couldthese

ﬁxmmmgjashim&igmiimh?
in thi

g. Isthe inforrﬁatidn oon_tainesl in this series ever analyzed andlor_ recorded in a summarized report?

P<b< g

h. Is there a duplication of this series in your office, or in another office or agency

X If ves, where? 2 portlon of the file is dupllcated 1n the field office
X i, s this seri 1 i icrofi ?
—X : Does tt J seri fi N >
11. Retention Requirements The foltowing requires the series to be kept:
a. State Law years. d. Audit period years.
b. Statute of limitation years. e. Administrative need 4 years,
c. Federal law 3 years. ) {. Federal retention instructions 3 years.

OMB Civewnlasr & 102
Attach copy or excert of laws or regulations. Explain administrative need.

Federal Law: Requires project related cost accounting records must be

retained 3 years after the fiscal or calendar year in which created.

FHPM Volume 1 Chapter 6 {attached)
Administrative Need: In the event the project wasn't closed properly

12. Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each:
O Calendar Year; BxFiscal Year; 1 Other then,

O Hoid inthe current filesarea ____ ____month{s) _________ year(s); then
XX Transfer to local holding area; hold _____ 1 . year(s}; then
XXO Transfer to State Records Center; hold __3. . _vyear(s); then

XX Destroy,
[ Transfer to State Archives for permanent retention®

O Other (Specify)
NOTE: THESE RECORDS CAN NOT BE DESTROYED UNTIL ALL AUDITS ARE COMPLETE

These instructions apply to all prior and future accumulations of the series.

| Agency Head/Designes ‘(Smarwp) : Date Records Management Officer (Signature) Date
/) Wa((’/%é{f Yot | omete B St Yo

State Records Committee {Signature) Date

Recommendations in para- ﬂ
graph 12 are approved. State Auditor/Designee A/}%‘ b4~

{If disapproved, attach letter .
of explanation.) Secretary of State/Designee W MM"N 5/ %‘

Attorney General/Designee ]
AR—S0—71; Hev. 76 TR Bice g
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CFPICE OF BECRETARY OF STATE

. s STATE .
e a. = of Application for DRPARTNIIT OF ABCEIVES & BISTORT H?
s RECORDS DISPOSITLON STANDARD  ssccso messemasy sovisin
l * Appiication Date ______I;snucrmns Sees .‘P;ﬁlkltrﬁul Jor dﬂpltttol y rolanuznnr'n!vnlout y

ront and raverse of thie form. Sign opiginal and two copies ( h"' Received Application .°

2 .u“" dppiicntion So. ud forward to Department of Archives and ];‘.;ory, Attantion:
.

Date Completed

ov 29 1972 7;_,DEC 4 1972

ecords ngnrrn: offce-r

TR

Penon to Co-tnct

3 thICI’ Diviglioa, Subdivizion & llIllllteriu Ol‘fl.el lddrn-a
‘Transportation Agency

“Accounting office

Jim Keaton

TN g s L

Tel. ¥o.

No. 2 Capitol Square
©56-5239

Atlanta, Ga 30334

Uorlln; Tit]e

portation Acct.

2 FeE] TS TR R T, T T heT AR ER L R e
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7.ACTION REQUESTED
ESTABLISH DISPOSITION STANDARD;
RECORD WILL CONTINUE TO ACCUMULATE.

DISPOSE OF PRESENT ACCUMULATION;
NO FURTHER ACCUMULATION ANTICIPA

TED.

W?. Daces Q FXACT SERIES PITLE - T T W I T ST e
1950-to date Highway Project Allotment File

What is the function of the of [ice in which this record series is creared

10.

The function of the office in which the series was created was to manage funding of

"Highway projects for control, review supervision and analyzation.

~athord oo

1 DESCRIPTION OF SERTES - Tnclude Form Wo. & Form Tivle, 1f 8T sy fr1e arrangenent
f

Project, Allotment File - This file consists of an allotment notice sheet, , which is a
surmary of funds alloted to a specific project and letters of authority for the transfer
of funds from an unearned account to an earned account prior tomaking payments to

contractors.

This file is used for statistical The series is filed

alphabetically by county.

analysis and reference.

R e ek T R

r—_ o i T e A SR T = B = g
2 . FQUYPKILT OCCUPIRD Bo. of Drawers Cu. PL. of Recerdn No. of Draveras Cu ?t of Recordd
—— e T =
) ANFBUAL RATE OF ACCUMULAYION
Letter-size Tile Drawers 150 . 225 5 7 1,2

T e TRl
In Storage lron(n)_i

FERTET

=

In thlco(-]

Legel-sins File Drawers Pleor Jpace Occupled (Bquere Teet) e

) R EFRRR~T e e T
“Fhis Last Precedin .ll]. Prinr‘]
:ilr'l Tear's Yger's ig___l;h,
] AYERAGE DAILY REFERENCES 20 20 15 8
YN “

Form: AB-30-7]
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r:rqugsnonimla[ Place an “r* 1 ihe praper colums. If seswer i “TES.~ plesse exmiaia L T3 ﬁff:

: 13. Is this the Record Copy of the series? oo s @[]
14, Is there a duplication of th"is‘ lseries in another office or agency? ‘ : xt []
15. Is the information contain&ad it this series evér surmarized or published? B [}
16. Does the series contain classified information requlrmg security handllng" - {1 --[4

e 'F- . - - ~

17. Does the serles document policies and procedures of agency's operation or function? [] :{%

- o~

18. Could the function be performed if the files were losi or destroyed" [N Iz
19. Is the series (or majJor portion of it) regularly microfilmed? If yes, why? {] :iti
20. Does the record series provide data as input to an EDP file? kKl (]
21. Does the record series contein documen-ta.t_l&; ISJ;'c;ducedras EDP prlnt;out" o ﬁft] {]
22, Is the series affected by Federal or grant funds? , 11 Ix
23. wWinl there be a need ‘for these records 10 lé }eaars rfrom now”é If yes A w;hat‘? - , [j ) [k

— == ——zr e —— —— e - = — - e

2k. REQUIREMENTS. The following requires the files to be kept_indefinite years:

a.[JSTATE ©Vb.[]STATUTE OF c.[]AUDIT a.[ JFEDERAL e.[gADMINISTRATIVE f.[]JHISTORICAL
LAW LIMITATION PERIOD LAW DECISION VALUE
(Cite Law, Statute, or other reason for the retention requirement)
For adminigtrative contrel and review of project fynding 'it is necessary to maintain this

file until after the State Audit. . | N

25. AGENCY RECOMMERDATIONS. This agency recommends that the file series be cut off at the end
~ of each ~-[JCALENDAR YEAR -[]FISCAL YEAR -[OTHER closed project _ ;then:

A.; Destroy J.mmedlately after cut off - e et
B []Kold jin ‘current files area month(s)/ year(s), then o
R - l [IDestro‘y. - e

e

Destroy.

3 [dDestroy after audit (or year(s) after audit).
C.[JHold in current files area indefinitely.
D.[]Hold in current files area year(s), then transfer to Archives permanently.
E.[]Oother

(Indicate briefly rationale for recommendations above/or write additional remarks):
Records pending litigation shall be kept until cleared.

7 e - T e e S

Recojde Menggesent Dﬂ'ﬁ::r;:_ ‘:nu B
Attach Samples of the Series o _‘ 2 -
[26_ T =T i T ahd ge8iy i Tats
Recommendations []Approved []Disapproved

in Paragraph 25 E}ﬂppgoyed []Disapproved

are: N pdroved []ﬁj‘sqpproyed 2872
' BRI Law ate .
—_ L @AReroved  [10isaporovesi 2 7L AT Pl o




